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Illlustration of how to: Instructor sending an email to the roster

Step 1: Follow this trail: Administration/Manage Training/Instructor Tools
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Home >> Administration >> Manage Training >> Instructor Tools

Step 2: Type the course you desire, make sure the instructor says me, choose either current of past. If
you choose past you must populate the dates. Click search.

INnstructor Tools
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Step 3: Choose send email form the drop down menu and click Go

O VDSS-CWS1061: Family Centered Assessmentin Child  Tige- yDSS - CWS1061: Family Centered Assessmentin Child Welfare | send Email
Welfare (ROEHUKE}

Section Format: In-Person

Code:

Number:95

Section Date Range: 10/17/2016 - 10/18/2016

Event Date Range: 10/17/2016 9:00 AM - 10/18/2016 4:00 PM
Enrollment Cancellation Deadline: 10/17/2016 8:00 AM
Waitlist Type: Automatic

Capacity (MinMax): 4/24

Enrolled/Waitlisted/Pending: 24/0/0
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Step 4: Populate the pertinent fields and click send
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